Entering a Household into a Transitional Housing Program

Go to Add / Find

Go to Profile

Look for or Create
Head of Household

* Backdate !!!

Go to Assessments

¢ Fill out: HUD** >
Universal Data

It doesn’t matter which
client record you are in
when you go to
Service Transaction

Elements
Assessment

Fill out the
HUD-40118 Assessment

Go BACK to
Add / Find

Look for or

Make sure to BACKDATE

Create Other
Household
Member

Go to Profile

* Backdate !!!

¢ Fill out: HUD**
Universal Data
Elements
Assessment

Go to Assessments

Fill out the

When each member of the household has both

HUD Universal Data Elements &

HUD 40118 Assessment completed:

Go to Service Transactions

Put check marks next to the names
of all the household members
who are receiving the service

Continue this process until

each member of the
Household is entered into
the system

In the Profile of one

Of the Household

y 3

Identify Need

*. Make sure you are in the right Program.

« Set Date to day Household began receiving TLP services.

«. Select Transitional Shelter from the service quicklist in Need/Diagnosis.

«. Select an Overall Need Status of IN PROGRESS and
leave Overall Outcome of the need as “select.”

“Household Containing
<client name>" and
Set up household

Members

Provide Service for Need Identified

v

=3

. Make sure you are in the right Program.

» Set Start Date to day Household entered transitional program.
* In Source 1, select THP2007

HUD-40118 Assessment

NO more
household
v members

EHTRYWSEXIT

Go to Entry / Exit — Add Entry

Put check marks next to the names
of all the household members
who are receiving the service

Create Entr

*. Make sure you are in the right Program.
» Select a type of HUD 40118.
« Set Date to day Household began receiving TLP services.

** Some agencies fill out
assessments unique to
their agency or to their
continua. These
Assessments should be
completed instead of the
HUD Universal Data
Elements Assessment.




